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Add Employee(s) to a Group

My Genies

Schedule Groups

Schedule

Add to Group
o Schedule Group: Group names you've created
o Start Date: Always beginning of the payperiod
o End Date: Forever
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e ” Schedule Schedule Group ‘ Schedule Group
Group Hame Start Date End Date
Q d Adarms, Annetie WIN 5 X8 55U 212712006 Farever -
Reco TN adams, Thomas L WW4X10FSSU 120512008 Farever
Pay Period Aguilar, Sonya WW5X B 85U 22712005 Forever
a Aguins, Aaron A W5 X 8 88U 212712008 Farever
Pay Period Clo Alvatez, Anuro Sewer 548 MF 110212006 Forever
ase Amabisca, Lee
dule Edito Auten, Elzabeth E W5 X8 55U 22772006 Forever
a Avalos, Henry WWAXI0TWTH 110212008 Forever
ployee Pro Banuelos, Mark A WWEX8-4x10  1/0212008 Farever
dule Groups ([N 3| roewr
ot Equal to Bartett Mari K Farever
otal Ho I | Blau, Roberta Sohedule Group: [ EXE 550 v Farever
oup Ed Boyajian, Mary Forever
Eryson, Carole M st 220t = Forever
Campos, Raul Forever
* End Date: Forever ~
- Can, Phong
: Garvalho, Franklin A
e CENTIERER o ok | Cancel | | Help
Genteno, Clemente
ammo P Chacon, Frank M [T Eogerwindow Farever
d p Cisneros, oz R
p p Clark, Paula A W5 X8 55U 13105/2005 Forever
oup Contreras, Reginalde R
olp Gravins, Daniel WW4XIOTHFS  12/0512008 Forever
Crouch, Daud Sewer 5x8 IF 110212006 Forever
Davis, Erin Sewer 568 IHF 110212006 Forever
Davis, Gareth WWNOZEXETW 173012008 Forever
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Remove Employee(s) from Group

My Genies
Schedule Groups
Schedule
Remove from Group
o Schedule Group:

o

Effective Date: Last day of previous payperiod
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Actions  Punch  Amount _Approvals _Schedule
— 5 Sehedule Sehedule Group ‘ Sehedule Group
Group Hame
Q Adams, Annette M WA 5 X 8 BEU 212772006 Forever -
Reco AT Adams, Thomas L WW4X10FSSU 1210512005 Forever
p p Aguilar, Sonya AW 5 X B 55U 2127/2008 Farever
Aguine, Aaren A WA 5X 8 88U 212712006 Forever
Pay P G| anvarez, Artura Sewer 5x8 I-F 110212008 Forever
Amabisca, Lee
ed 0 Auten, Elizabeth E . Forever
: x
TR X e
plo I Banueios, Mark A Sehodule Group: [ axsss0 v Farever
ed EN | Barboza, Gregorio Forever
ot Eq 80 Barrett Mari K * Effective Date: | 22612005 ~ Forever
otal Ho IS | Blou, Roberia 6 Forever
oup Ed Bayalian, Mary Forever
bo Bryson, Carole M ok | cancel| e Forever
" campos, Raul Forever
Gao, Phong @ [J2va Applet Window
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€ito Centeno, Clemente G
ommo Chacon, Frank M VANDT 4X 10 MS... 113012006 Forever
d p Cisneras,Joe R
p p Clark,Paula A WA 5X 8 55U 1210512005 Forever
oup Contreras, Reginaldo R
D Cravins, Daniel WWAX10THFS 1210512005 Forever
Croueh, Dauld Sever 518 I1F 110212008 Forever
Davis, Erin Sewer 528 IF 110212006 Forever
Davis, Gareln WWNO25XETW 173012008 Forever
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Q d Adams, Annetie I WA 5% 8 85U 212712006 Forever -
Reco WETY| Adams, Thomas L WW4X10FSEU  12M05/2005 Forever
Pay Period Aguilar, Sonya W 5X 8 88U 212712008 Forever
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e Select Pattern
o Ok

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

Schedule Groups
Last 15PN Show:

Time Period:

Actions  Puneh  Amount  Approvals  Schedule

. > T T T [ —
- My Genies(?! Group Hame 3 Select Pattern
QuickFind Arlams, Annette M YW 58 88U 202762 -
: - Patterns:
Reconcile Exception|FEETER (LSRN WW4X10FSSU 12105
Pay Period Summar| [RTERENI W 5 8 85U 202765 Vame  / ipti
Shift Start e TG K@ MSU 5@ Payperind Tuestay - Saturday =l
Pay Period Close | R0 Sewer 58 M-F SO iiRavDenod WEOnestar s SUnday
sy S0 E RO HONE Fr B
58 THF 58 Payperind Saturday - Wednesday
58 TUW 58 Payperind Sunday-Monday, Thurday-s
KB WF 5x8 Payperind Sun-Tues, Thurs, Sat
Effective Dates:
Work Start Date: 212712006 hadl @ Forces OK Cancel Help
*Pattern Start Date: | 2127/2006 o  avaderletwindon N
Recurring: T8 ® weeks ODays [iterns in rotalion il ind Insert Shift. |
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e Yes

" Kronos Workforce Central(R) - Microsoft Internet Explorer

Schedule Groups

Last 15PN Show:

Time Period:

Actions  Punch  Amount Schedule

Schedule Schedule Group Schedule Group
Hame 1
Group Name Start Date End Date
QuickFind Adams, Annette M AW 5 B S5U 2712006 Forever &
Reconcile Exception|FRENERILCERNE WW 410 FSSU 12/05/2005 Forever
LEVELL ORI, | Aguilar, Sonya AW 538 S§5U 22712006 Forever
shift Start Aguirre, Aaron A W 58 85U 242712006 Forever
Pay Period Close  |FNCEIGRAMUT Sewer 5@ W-F 14022006 Forever
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Effective Dates:
*Work Start Date: | 2/27/2006 - & o
*Pattern Start Date: | 2127/2005 <
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e Ok
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Schedule ‘ Schedule Group Schedule Group ‘
Hame 1
Group Hame Start Date End Date
QuickFind Adams, Annette b WA 53¢ 8 SEU 22712006 Forever
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Shift Close
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Crouch, David W Sewer 563 HF 10022006 Forever
Davis, Erin Sewer 56 HF 10022006 Forever
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Add a Shift to a Pattern

Same navigational path as Add Pattern to an Employee with one additional step
e Highlight Schedule
e Pay Code Editor
o Pay Code: Shift Pay — Evening
Amount: 8 or 10
Display Start Time: Employees start time
Ok
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Show:
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. Scheduls Sehe
Bome d Cin i fine 4 Pay Code: Shift Pay- Evening ~
Adams, Annetie "W 5% 8 85U - . -
ST sdams, Thomas L wwaxiorFssu  Mhansmon s iemr) 10.0

Pay Period Summar] EXEICEIn 243742006
Shift Start Aguins, Aaron A VW 5 8 55U 23742006
[ RLLUCERALEC | Avarez, Arturo - /022006
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* Display Start Time: | 2:00F
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oK Ccancel Help
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Example of how it will look for employee in Schedule Editor

Lislx
0
od 1 ]
By Employee
Save | Actions  Shift  PayCode  Accrual Amount  Wiew
Mame /|  Totals | Mon227 |  Tue228 |  wed3m1 |  Thu3m2 | Fr3®s | Satsma | Suna®s | Mon
POB—— Jon DD‘ ‘ Shift Pay - Evening Shift Pay - Evening [Shift Pay - Evening [Shift Pay - Evening ‘
2n-12a 20-12a p-12a 2p-12a
Scheduled Hou..| 160.00] o q 10] 0] 10] 0] q
Number of Em.. | il | o i 1l 1l il Cl
K} ] =1
Comments |
Date 7| shipay Code Hame Hame Comments
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Example of how it will look on employee’s timecard

T ) osoft Internet Explorer I =1 3
:
: o

1]
Save | Actions__ Punch _ Amount _ Comment _Approvals _ Reports
Week starting: Mon 2727 -
Pay Code Transfer Mon227 | Tue228 | Wed3Md | Thu3m2 Friang Sat304 | Sun305 Total
2 |G | Hours wor..| . 00007/Biosolids 10 1.0 10 20
@ |G | Hours wor..|  JGeneral Adrmin 00
2 |G | Hours wor..| o Housekeening 1.0 10 20
@ |G | Hours wor..| . lant Operations 10 1.0 20
@ |G | Hours wWor..| _.ritary Operatiar 4.0 40 4.0 40 160
@ |G | Hours wor..| _ondary Pracess 5.0 40 4.0 40 17.0
2|0 | shitpay- 100 100 100 100 00
10.0 100 10.0 0.0 00
'Week starting: Mon 3106
| | Paycode [ Transter | mon3ms | Tue3mr | wed3ws | Thu3ws Frizng sat3m1 Sun3nz Total
Totals & Schedute | Accruals | Audits | Sign-offs & Approvals |
o Date StartTime | EndTime | PayCode | Amount
Mon 2/27 -
Location [ sob [P Paycode [Amount| Tue 2028
MgmiTrmyDP UTMO0007 Biosolids Regular Pay 3.0 Wed 301 | 2:00PM 12:00AM
MgmiTImUDP UTMD000T Plant Ope. Regular Pay 2.0 Wed 301 Shift Pay- E..| 10.0
MgmUTImUDP UTMD0007 Janitorial Regular Pay 2.0 Thu302 | 2:00PM 12:00AM
MgmiTrmyDP UTMO000T Benefits Shift Pay- E... 80.0 Thu 3102 Shift Pay- E..| 10.0
MgmiTImUDP UTMO0007 Secondar. Regular Pay 17.0 Fri a3 2.00PM 12:00AM
MgmUTImUDP UTMD0007 Primary O Regular Pay 160 Friaina Shift Pay- E..| 10.0
Sat 3104 2:00PM 12:004M
Sat 304 Shift Pay- E..| 10.0
Sun 305
Mon 3/06
Tue 307
Wed 308 | 2.00PM 12:004M |8l
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